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NATURE OF WORK
Thisisanintermediateleve professond planning pogtion inthe City's Capital Improvement Project Office.
Employees in this dasdfication peform a vaiety of andyticad and planning tasks rdated to the
identification, design, and development of City capitd improvement projects. Work involves asssting the
Director with program and policy development; incorporating current urban and neighborhood planning
principlesinto the design of projects; coordinating project design input from the City Planning Department
and other departments, other relevant agencies, and neighborhood associations and resdents;, analyzing
demographic, socioeconomic, land use, and zoning issues; and asssting in the preparation and updating of
the City’ s Capital Improvement Program, comprehensive plan, and other long-rangeplans. Incumbentsare
aso required to perform specid studies and other duties as required.

ILLUSTRATIVE EXAMPLES OF ESSENTIAL DUTIES

Coordinates and oversees the planning efforts and related design/engineering efforts of the Capita

Improvement Projects office. May oversee consultants on a project basis.

Prepares |ong-range planning studies, including any of the following duties: satistical andyd's of

demographic, socio-economic, land use and zoning issues; neighborhood studies; Capita Improvement

Program Coordination and Management.

May serve as Saff liaison to the Design Review Board, Historic Preservation Board, the Planning Board or
the Zoning Board, dutiesinclude the review of plansand/or gpplications submitted for gpprova, public
contact with gpplicants, prepare and make presentations at meetings, and attend al meetings, organize
and staff workshops and specia mestings, research and compose Resolutions, Appedls, Specid
Reports, and Commission Memos.

Coordinates, develops, and presents graphicad and other support materias at/for meetings and public
hearings.

Reviewsand evduates plansfor building permitsand other gpplicationsand certificates submitted in support
of City Capita Improvement Projects.

Reviews inquiries from other agencies and the generd public; researches problems raised and prepares
replies.

Performs sSite ingpections as needed.

Performs related tasks as required.

KNOWLEDGE, SKILLSAND ABILITIES

Extengve knowledge of the principles, methods, and practices of urban planning.

Considerable knowledge of recent developments, current literature, and sources of information regarding
city and urban planning.

Considerable knowledge of economics, public finance, and sociology, asit gpplies to urban planning.

Consderable knowledge of public adminigtration with particular reference to city adminigtration and
managemen.
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Consderable knowledge of research techniques and procedures, and statistica methods.

K nowledge of computer information systems, including microcomputers with spreadsheet and database
programs.

Some knowledge of the principles and practices of Civil Engineering and Architecture.

Ability to read architecturd plans.

Ability to organize and andyze information and formul ate substantive recommendationsthereon. Ability to

make effective presentations in agroup or individua setting.

Ability to communicate effectively, both verbdly and in writing.

Ability to coordinate work of support, technica, and administrative personnd.

Ability to establish and maintain effective working relationshipswith fellow employees, supervisors, outside
agencies, and the generd public.

MINIMUM REQUIREMENTS

Graduation from an accredited college or university with a Bacheor=s degree in Planning, Public or
BusinessAdminigtration or aclosdy rdaed fidd, and three (3) yearsfull-time paid experience asaplanner,
program manager, or related experience that demongtrates the required skills, knowledge and ahilities.
Experience may subgtitute for education on ayear for year bass. DESIRES: Neighborhood planningand
urban design/architectural design experience. Ability to create graphics and design presentations. Strong
andytica and communication skills. Ability to interpret and apply design and zoning regulaions. A
Madter’s degree in Planning Public or Business Adminigtration or related field may subgtitute for one (1)
year of experience.

PHYSICAL REQUIREMENTS

Musgt have the use of sensory skillsin order to effectively communicate and interact with other employees
and the public through the use of the telephone and persond contact. Physica capability to effectively use
and operate various items of office rdated equipment, such as, but not limited to, word processor,

cdculator, copier, and fax machine. May involve sgnificant sanding, waking, moving, dimbing, carrying,
bending, knedling, some crawling, reaching, and handling, Stting, standing, pushing, and pulling. Must be
able to drive an automabile and perform on-Site ingpections at locations that may not be accessible to the
physically handicapped.

SUPERVISION RECEIVED

Generd and specific assgnments are received from and reviewed by an adminigrative superior; work is
performed with little direct supervison and wide latitude for use of independent judgment. Work is
reviewed for conformity with professonal, administrative and departmenta policies and practices.

SUPERVISION EXERCISED
May direct planners, technica and/or clerical employees, aswell as consultants, in the preparation of
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assigned work.
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